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S E C T I O N  1  ·  O V E R V I E W  

Empanelment in MedAccess 

 

This “How-to” document guides through the phase 1 of panel management using 

MedAccess electronic medical record (EMR). If you need assistance, please contact 

Practice Support Program at PSP@doctorsofbc.ca. 

 

After completing Phase 1 actions you will be able to: 

• Find Your Active Patients in your EMR 

• Identify number of patients with no assigned most responsible provider (MRP) and 

number of patients not seen in specific time range. 

• Make necessary corrections in your EMR. 

• Establish an accurate patient panel. 

 

Administrative Settings May Be Requires 

Panel Management actions require some changes in your EMR settings. Ensure 

your staff has an appropriate level of administrative privileges. 
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S E C T I O N  2  ·  E M R  P A N E L  

Review & Extract Active Patient List 

• Click on Reports  on your Home Screen  

• Click the Green Plus Icon to expand the Demographics search criteria. 

• Add the Status Active 

• Add Primary Provider 

• Then, under Reports Type: type ‘pat’ 

• If you want to see a active patient count, select Patient Count (PDF) 

• If you want to extract active patient list, select Patients List 

• Once you select your Report Type, click the print icon.  

• Selecting the Patient Lists  and clicking the pint icon will download a .zip file that 

contains a csv file of all active patients. 
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S E C T I O N  3  ·  A S S I G N I N G  S T A T U S  &  M R P  

Add/Removing Patients from EMR Panel  

You can remove or add patients from your panel by changing patient status from Active to 

Inactive, Deceased, Moved, Duplicate etc. and updating the Provider Assignment, as 

appropriate: 

• To change a patient’s status or Provider Assignment, open their chart and click on the 

Demographics tab.  

• Select a different status from the Patient Status dropdown menu (ie Maternity, Inactive, 

Moved or Deceased). 

• Update Primary Provider 
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S E C T I O N  4  ·  P A N E L  C L E A N - U P  

Active Patients Without MRP 

Run a report for unassigned patients and add yourself as primary provider, where 

appropriate. 

• Click on Reports  on your Home Screen  

• Click the Green Plus Icon to expand the Demographics search criteria.  

• Add the Status as Active 

• Add Primary Provider as Unassigned 

• Then, under Reports Type: type ‘prov’ 

• If you want to see a active patient count, select Provider Histogram 

 

 

 

 
 

 

• To see patients list expand Searching and click on Search. 
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• Add more criteria to this report by expanding the Visits section in the report criteria 

on the left.  

• Add date range going back one year and (appointment) Provider is yourself.   

• Click Search again to refresh the results.   

• Update a Patient’s MRP manually by opening the chart, clicking on the 

Demographics tab and adding yourself as Primary Provider, then click Update 

• If you would like to save this report as a template for future use, click the icon to 

Create New Template from Existing.  
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• To batch update Patient Status  select patients and expand the Services section. 

• Choose Apply Demographics and select your name from the Primary Provider 

Drop down menu.  

• Click the Gear Icon to apply this update to all selected charts.   

 

 

IMPORTANT! 

This batch action cannot be undone. You may wish to print or save a list of 

these patients prior to inactivating. 
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Active Patients Not Seen In X years 

Identify patients with ‘Active’ status but have not been seen for the last few years. 

Decide on the process that suits your practice and discuss with your team any 

necessary updates. 

 

• Using the Active Patient report created in the last step, expand the Visit section 

by clicking the green plus sign   

• Check the “NOT” box in this section and choose a date range that is appropriate to 

include patients you might wish to Inactivate (ie 3-5 years)  

• Expand Searching and click Search to show the patient names. 

• Either manually or batch update Patient Status, using the same above. 

• If you would like to save this report as a template for future use, click the icon to 

Create New Template from Existing.  

• To batch update Patient Status  select patients and expand the Services section. 

• Choose Apply Demographics and select Intactive Status or update Primary 

Provider. 

• Click the Gear Icon to apply this update to all selected 

 

  
 

  
 



 

 

 

 

 

 9 

t. 604 638-5841 
e. DTOinfo@doctorsofbc.ca 

www.doctorsofbc.ca/doctors-technology-office 
 

 

 

 
 

 

  
 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 10 

t. 604 638-5841 
e. DTOinfo@doctorsofbc.ca 

www.doctorsofbc.ca/doctors-technology-office 
 

 

S E C T I O N  2  ·  A D M I N I S T R A T I O N  

Managing Patient Status 

 

To maintain your panel effectively, you may consider adding patient statuses other than Active, 

Inactive, and Deceased to identify patient populations, e.g., for walk-in, maternity, or cosmetic 

treatment. Discuss with your team criteria for different statuses that will remove patients from 

your active patients’ panel. 

Administrative Settings May Be Requires 

Panel Management actions require some changes in your EMR settings. Ensure 

your staff has an appropriate level of administrative privileges. 

 

 

• Open test patient chart and hover your cursor next to the Patient Status section.   

• An icon will appear. Click on it to manage the clinic’s status options.  

• Enter a name for the new status in the Description field and click the Add Icon  

• This new status will now appear on the list. Optionally, you can associate a specific 

colour or icon with this status from this section.  

• Click Return to close this section.   

 

  

 

  

 

 
 


